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Imagine, you are the manager of an organization and
conducted a departmental meeting yesterday. Two of
the members monopolized the meeting and did not
allow anyone else to speak. What steps should you
take to ensure that this is not repeated in the next
meeting? (10)

OR

What are the different parts of a proposal? Does a
short proposal contain all the parts?
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Distinguish clearly between formal and informal
channels of communication and discuss the merits and
demerits of informal channels of communication.

(10)
OR

Distinguish between verbal and non-verbal
communication and interpret the non-verbal

communication.
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What do you mean by listening and what are its
objectives? Also explain the features? (10)

OR

Discuss the importance of listening and silence

features of communication.
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You have been asked to make an oral presentation on

“Privatisation of Higher Education”. Prepare a suitable

format of your presentation listing the points you would

like to cover. (10)
OR

Explain the etiquette involved in talking on telephones
and mobiles while conducting business.
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Why is group decision-making the best way to make

an organization work successfully? (10)

OR

What are the different kinds of interviews that an
organization holds and elaborate on the different
strategies they employ to get a suitable candidate for
the job.
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